Filing Lengthy Attachments in CM/ECF

Before you
begin

Scanning
Tips

Attachments
exceeding
20 MB

Convert all documents to be filed with the court into .pdf format. Note the size* of each
PDF and the aggregate size of the filing, keeping in mind that documents filed on the
CM/ECF system cannot exceed 3 megabytes (M B) per PDF.

The court recommends keeping the aggregate file size of each CM/ECF transaction to
under 20 megabytes®. (i.e., no more than six or seven 3 MB attachments).

The process of scanning documents can produce files that easily exceed the 3 MB limit.

The list below provides tips for reducing the file size of scanned documents.

C  Set scanner resolution to 200 dpi.

C Set scanner image type to “black and white” (do not use “24-bit color” or “grayscale”
as these produce extremely large files.)

C Inlieu of scanning depositions, request them in electronic format and convert to PDF
electronically using aword processor.

Note: With the proper scanner settings, a 3 MB file should be able to contain 100 pages

or more.

If the aggregate size of all attachmentsis more than 20 MB, the court recommends
splitting the filing into two or more transactions. Follow the stepsin the table below to
file the index as multiple transactions.

Step

Action

1

File the Index of Evidence and the first 20 MB of attachments (up to
seven 3 MB .pdf files) using the Index event from the Other
Documents menu.

Note: When prompted for related filings, select the motion category,
then select the motion to which the index relates.

For each subsequent 20 MB of attachments, choose the I ndex-
Continued event in the Other Documents menu.

Note: When prompted for related filings, select the motion category,
then select the motion to which the index relates.

Continued on next page

To determine the file size, open the file in Adobe Acrobat. From the File menu, choose Document Properties.

?In arecent stresstest, using a high-speed Internet connection, the court filed pleadings with an aggregatefile size
of 40 MB. On average, the processtook 45 minutes. Sometimesit completed successfully, and at other times, a server
error occurred and the process had to be repeated with fewer attachments. Resultswill vary depending on the speed of
your connection, and how busy the court server is. Based on these results, the court recommends keeping the file size

of any one transaction under 20 MB.



Filing Lengthy Attachments in CM/ECF, Continued

Sample The docket sheet below shows a sampe of a completed Index containing
eighteen attachments (approximately 40 MB).

Date Filed Docket Text

07112006 @1 | COMPLATNT with Jury Demand against ACWE Company { Filing fee § 350, receipt mumber 141339,
by Attorney Attorney CGuest on behall of Wiyle E. Coyote{Guest, Attomey) (Entered: 07/11/2006)

07122006 @2 | MOTION for Summary Tudgment on behalf of Defendant ACMWE Company(LEP, ) (Entered:
OFF2006)

07172006 33 | BRIEF In Support of MOTION for Summary Tudgment2 on behalf of Defendant ACHE
Company(LED, ) (Entered: 07/ 17/2006)

07172006 @4 | INDEX In support of BMIOTION for Summary Judgment? on behalf of Defendant ACME Company
(Attachuments: # 1 Exhibat 1, Affidavit of Jane Stuth# 2 Exbabit &-C to Affidavit of JTane Sruth# 3 Esthibat
2, Affidawit of Thomas Melson# 4 Esthibit & Tetter to Pam Silverd 5 Exthubit B, Letter to Jane Srithéd 6
Ezhibit C, Facsitmile from Jane Smith# 7 Extubit D, Memo# 8 Exhibat E, Deposition of Thomas MNelson#
9 Exhubat F, Declaration of Wfilitary Duty# 10 Extubit 3, Affidavit of Zevmour Potts# 11 Exhubat A-C,
etnails# 12 Exhibit D, contract of employment)(LER, ) (Entered: O T/20086)

07122006 @5 | INDEX - CONTINUED In suppott of MOTION for Summary Judgment? on behalf of Defendant

ACMWE Company (Attachments: # 1 Exhibit 4, Affidawit of Susie Melson# 2 Exhibit 5, Affidawt of Paul
Thompson# 3 Extubat 6, Affidavit of JTohn E. Jones# 4 Exhubit &, Memo to Jane Sruth# 5 Extubit B,
Letter of Intent# & Exhibit C, Bank Statement)(LEP, ) (Entered: 07/ 17/2006)




